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MEMORANDUM FOR: Deputy Director for Administration 
FROM: _ Director of Central Intelligence 
SUBJECT: Employee Suggestions 


I'd appreciate getting a quick run-down on what we have 
received from the suggestion boxes over the last number of 
months we've had them. I'm interested partly in the quantity 
but also the quality. What kinds of things have been . 
recommended and have we been able to use them? We might well 
want to make some mention in the Director's Notes of how we 
have been able to use these Suggestions, 


STANSFIELD TURNER 
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MEMORANDUM FOR: Acting Deputy Director for Administration 


FROM 
Acting Director of Personnel 


SUBJECT : Suggestion Box Program 


1. Action Requested: The Suggestion Box Program was 
established on 15 qe 1977 for a trial period of 90 days. 
Approval is requested for a six month extension of the Program. 


2. Background: Since 15 June 1977, special "Suggestion 
Boxes" have been focated in various Agency buildings to afford 
employees an opportunity to make suggestions or comments on 
any subject they wish. The system was announced by a memoran- 
dum to all employees from the Director of Central Intelligence 
(copy attached) and provided for anonymous submissions. The 
initial trial period was to be 90 days. 


3, Staff Position: It is difficult for the Office of 
Personnel to evaluate the effectiveness of the Suggestion Box 
system since the suggestions and comments were sent to the 
appropriate offices for direct response or action. We do know 
that since 15 June a total of 33 suggestions or comments was 
put into the Suggestion Boxes by employees. Since there is 
some employee interest and only minimum resources are required 
to operate the Suggestion Box Program, it appears worthwhile 
to continue the Program for an additional period of time. 


4, Recommendation: It is recommended that approval be 
granted for a six month extension of the Suggestion Box Pro- 
gram. 


STATINTL 


Att 


Approved For Release 2002/01/24 : CIA-RDP81-00142R000500040028-6 
ADSINISTRATIVE ome INGEXNAL USZ ONLY 


Approved For R&v@s82 SUA OT 4 CRTRIDES 1 Vly 4988 000500040028-6 


SUBJECT: Suggestion Box Program 


/s/ Michael J. Malaniak 


Acting Deputy Director for Administration 
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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON, D.G. 20505 


15 June 1977 
MEMORANDUM FOR ALL EMPLOYEES 


1. I have invited all employees to direct written and 
private communications to me whenever they have comments or 
suggestions that they wish to bring to my attention. One 
recent memorandum contained a suggestion that boxes be pro- 
vided in, which employees could place their written suggestions, 
comments, Opinions or ideas. It was further suggested that 
these comments be addressed to office directors or equivalent 
levels of senior management. 


2. There is a need to open more personalized communica- 
tions in the Agency, and I believe that: this suggestion has 
considerable merit. I have, therefore, directed that such a 
program be implemented on a trial basis for 90 days. 


3. Beginning 15 June 1977, suggestion boxes will be 
placed in close proximity to the guard desks at the following 


buildings: 
Ames 
STATINTL Chamber of Commerce 
STATINTL South 


= 


In the Headquarters Building, they will be at the following 
locations: 


Main Receptionist Area 
Security Duty Office 

Guard's Desk, South Cafeteria 
Guard's Desk, North Cafeteria 


Employees working in other locations may forward their comments 
to: 
"Suggestion Box" 
c/o Chief, Benefits §& Services Division 
Room 5E56, Headquarters Building 
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4. Suggestions and comments may be submitted in any 
manner but should, if possible, be contained in a sealed 
envelope addressed to the appropriate office director or 
senior official. Envelopes received in this manner.will be 
forwarded directly to the addressee unopened. The suggestions 
need not be signed; but if they are,a response will be pro- 
vided by the office to which the communication is addressed. 


5. It is recognized that many of the comments will be 
of a classified nature, and information through the SECRET 
level.may be deposited in these special suggestion boxes, 
Suggestions involving material classified above the SECRET 
level or involving special clearance material can be delivered 
directly to the office of the Chief, Benefits and Services 
25X1A Division Headquarters Building. 


6. I encourage each one of you to recognize this oppor- 
tunity, and look forward to the positive results that your 
comments will achieve. 


STANSFIELD NER 
Director 


| STATINTL 
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TO: Bernie i 
FROM: DG h/ C 


SUBJECT: Two DC¥ Signature Items: 
DCI Memo to All Employees re installa 
tion of Suggestion Boxes 
REMARKS:DCL memo to Employee who had idea.. 


If possible, thése two memos should be 
signed by DC! this afternoon, so they can 
be sent out tomorrow. The suggestion boxes 
are all ready to be placed in the appropri- 
ate locations tomorrow. 


Note that the memo to all employees 
refers to suggestion boxes to be placed 
STATINTL at seven of the buildings used by CIA in 
DC _and Virginia, T Ss are under 
of the 
which means 
our presence there is not talked about 
generally. The identities of these buildings 
also are found in our unclassified shuttle 
bus schedules. 


These boxes, located near guard desks, 
are e upped to holed up to Secret level 
material. 


we 


Ki ‘ail 
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MEMORANDUM FOR: Deputy Director for Administration 


FROM: F. W. M. Janney 
Director of Personnel 


SUBJECT: Suggestion Box for Employees STATINTL 


1. Action Requested: That you approve the recommenda- 
tions contained in paragraph 4. 


2. Background: An enp oye: i su 
mitted a suggestion to the Director a ere be Located 


in each office a box in which employees could deposit their 
Suggestions, comments, anything they wished to say, opinions 
or ideas, signed or unsigned. At your suggestion, the 
Director approved a modification of this idea to provide 
that Employee Suggestion Boxes would be prominently located 
in close proximity to the main entrances of our buildings 

in the metropolitan Washington, D. C., area for an experi - 
mental period of three months. This could be preceded by 
the issuance of an Employee Bulletin describing the purpose 
and operation of the program. 


3. Staff Position: The Office of Personnel has coor- 
dinated with the Offices of Security and Logistics to plan 
the action necessary to implement this program. 


Employee Suggestion Boxes can be placed in close 
proximity to the guard desks at the following buildings, 
beginning 15 June 1977: 


Ames Guard's Desk 

Key Guard's Desk 

Chamber of Commerce Guard's Desk 
South Guard's Desk 


Tamhoanaea 


In the Headquarters Building, they will be located as follows: 


Main Receptionist Area 
Security Duty Office 

Guard's Desk, South Cafeteria 
Guard's Desk, North Cafeteria 


orn emom.) 
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The Office of Security is prepared to assume respon- 
sibility for emptying the boxes located in Headquarters 
Building at the end of each day and will turn the contents 
over to the Office of Personnel. In the other buildings, 
it will be the receptionists' duty to retrieve the boxes 
at the end of the working day, forward the contents to the 
Office of Personnel, secure the boxes for the evening, and 
remount them the following morning. The receptionists and 
Security Duty Officers will send addressed items directly 
to the addressee; if an addressee is not specified, the 
Office of ‘Personnel will determine the proper recipient. 
Offices receiving signed items would be expected to respond 
directly to the writers. 


Items deposited in the Employee Suggestion Boxes 
should not be classified higher than SECRET, nor should 
they concern material or information involving special clear- 


ances. The Suggestion Boxes themselves will be marked SECRET. 


Material which is classified TOP SECRET or involves codeword 
material will be handcarried directly to the Office of the 
Chief of Benefits and —< | 


The proposed target date for commencing the use of 
the Employee Suggestion Boxes is 15 June. It would be neces- 
sary, therefore, to publish before that date an Employee 
Bulletin to announce the program. 


4, Recommendation: That you: (1) approve the instal- 
ation of Employee Suggestion Boxes, classified SECRET, in 
the lobbies of the buildings mentioned above; (2) approve 
for forwarding to the Director the proposed Employee Bulletin 


a and a memorandum from the Director to 


F. W, M, Janney 


25X1A 


Attachments STATINTL 


1. Employee Bulleti 
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3 May 1977 


MEMORANDUM FOR: Director of Central Intelligence 


FROM: John F. Blake 
Deputy Director for Administration 


SUBJECT: Employee Suggestion 


1. Action Requested: That you approve a revision to an employee's 
recommendation concerning the submission of suggestions. 
2. Background: 


On Saturday, 30 April, you gave me the attached suggestion by 
an employee. In essence, it recommends: 


"Each office director could have a box in which 
employees could deposit their comments, anything 
they wish to say, opinions or ideas, signed or 
unsigned." 


I believe there is merit in the principle of the suggestion, 
but also believe that some revision to the implementing details will 
offer an opportunity for a more successful program. There are approxi- 
mately 40 operating components in the Agency which are headed either by 
office directors or, in the case of DDO, by division chiefs. A consider- 
able number of these components are not all collocated and in certain 
cases units of a given component are located in as many as five different 
physical locations. This physical dispersion would make it somewhat 
difficult for a great number of employees to have access to the suggestion 
box. Secondly, there may be some reticence on the part of certain employees 
to deposit a suggestion in a receptacle which is located near or could be 
under the physical observance of either the office director or members of 
his immediate staff. 


I would suggest that for an experimental period of three months 
we operate in the following fashion. An "Employee Suggestion Box" promi- 
nently located and highly visibly marked be put in close proximity to 
the main entrances of all our buildings in the metropolitan Washington area. 
Arrangements would be made at the close of business each day to have the 
box emptied and its contents delivered to a central point. This program 
would be preceded by the distribution of an Employee Bulletin which describes 
its operation. That bulletin would say, among other things, that the 
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suggestion could be put in an envelope and addressed to any operating 
component head by name. If the suggestion were more in the nature of 
a general Agency contribution and the employee could not identify the 
proper action office, I would assume the responsibility in this 
Directorate of establishing a point to determine the proper recipient 
of the suggestion for action. There are certain other details that 
would have to be worked out, such as the proper security safeguards 
because some of the suggestions could be of a classified nature; appro- 
priate type receptacles would have to be designed and fabricated; etc. 
I foresee no great difficulties and, hopefully, only an expenditure of 
a modest amount of funds. 


3. Recommendation: It is recommended that you approve the placing 
of "Employee Suggestion Boxes" at the main entrances to our buildings in 
the metropolitan Washington area and the development of an Employee 
Bulletin, for your signature, which announces the operation of this plan 
on an experimental three-month basis. 


STATINTL 


‘dohn F. Blake 
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29 April 1977 


TO: ADMIRAL STANSFIELD TURNER 


I would like to offer a suggestion to you 
that I think might help to improve the CIA. You 
have invited people to give you their comments, 
suggestions, etc., in letters to you, signed or 
unsigned. I was thinking that it might be 
helpful to have the same set-up in each office, 
of which I think there are 35. Each office director 
could have a box in which employees could deposit 
their comments, anything they wish to say, opinions 
or ideas, signed or unsigned. The system should 
be readily accessible, and one that could be 
used all year round. If this were a highly en- 
couraged project, I think people would have a 


high tendency to use it. Thank you. 


STATINTL 
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MEMORANDUM FOR: Deputy Director for Administration 


FROM: F. W. M, Janney 
Director of Personnel 


SUBJECT: Suggestion Box for Employees STATINTL 


1. . Action Requested: That you approve the recommenda- 
tions contained in paragraph 4. 


2. Background: An emp1oye <i st - 
mitted a suggestion to the Director that there be located 


in each office a box in which employees could deposit their 
suggestions, comments, anything they wished to say, opinions 
or ideas, signed or unsigned. At your suggestion, the 
Director approved a modification of this idea to provide 
that Employee Suggestion Boxes would be prominently located 
in close proximity to the main entrances of our buildings 

in the metropolitan Washington, D. C., area for an experi- 
mental period of three months. This could be preceded by 
the issuance of an Employee Bulletin describing the purpose 
and operation of the program. 


3. Staff Position: The Office of Personnel has coor- 
dinated with the Offices of Security and Logistics to plan 
the action necessary to implement this program. 


Employee Suggestion Boxes can be placed in close 
proximity to the guard desks at the following buildings, 
beginning 15 June 1977: 


a. Ames Guard's Desk 

b. Key Guard's Desk 

c. Chamber of Commerce Guard's Desk 

d. uth Guard's Desk | STATINTL 
e 

£ 

g. 


In the Headquarters Building, they will be located as follows: 
Main Receptionist Area 

Security Duty Office 

Guard's Desk, South Cafeteria 

Guard's Desk, North Cafeteria 


aa oH 
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The Office of Security is prepared to assume respon- 
sibility for emptying the boxes located in Headquarters 
Building at the end of each day and will turn the contents 
over to the Office of Personnel. In the other buildings, 
it will be the receptionists' duty to retrieve the boxes 
at the end of the working day, forward the contents to the 
Office of Personnel, secure the boxes for the evening, and 
remount them the following morning. The receptionists and 
Security Duty Officers will send addressed items directly 
to the addressee; if an addressee is not specified, the 


Office of ‘Personnel will 
Offices receiving signed 
directly to the writers. 


Items deposited 
should not be classified 
they concern material or 


determine the proper recipient. 
items would be expected to respond 


in the Employee Suggestion Boxes 
higher than SECRET, nor should 
information involving special clear- 


ances. The Suggestion Boxes themselves will be marked SECRET. 
Material which is classified TOP SECRET or involves codeword 
material will be handcarried directly to the Office of the 
Chief of Benefits and Services, im 


The proposed target date for commencing the use of 
the Employee Suggestion Boxes is 15 June. It would be neces- 
sary, therefore, to publish before that date an Employee 


Bulletin to announce the program. 


4, Recommendation: That you: (1) approve the instal- 
tation of Employee Suggestion Boxes, classified SECRET, in 
the lobbies of the buildings mentioned above; (2) approve 
for forwarding to the Director the proposed Employee Bulletin 


ee the — and a memorandum from the Director to 


STATINTL 
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Suggestion, 
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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON, D.C. 20505 


MEMORANDUM FOR ALL EMPLOYEES 


1. I have invited all employees to direct written and 
private communications to me whenever they have comments or 
suggestions that they wish to bring to my attention. One 
recent memorandum contained a suggestion that boxes be pro- 
vided in which employees could place their written suggestions, 
comments, opinions or ideas. It was further Suggested that 


these comments be addressed to office directors or equivalent 
levels of senior management. 


2. There is a need to open more personalized communica- 
tions in the Agency, and I believe that: this suggestion has 
considerable merit. I have, therefore, directed that such a 
program be implemented on a trial basis for 90 days. 


3. Beginning 15 June 1977, suggestion boxes will be 


placed in close proximity to the guard desks at the following 
buildings: 


Ames 
Chamber of Commerce STATINTL 


STATINTL 


out 
Key 


In the Headquarters Building, they will be at the following 
locations: 


Main Receptionist Area 
Security Duty Office 

Guard's Desk, South Cafeteria 
Guard's Desk, North Cafeteria 


Employees working in other locations may forward their comments 
to: 


"Suggestion Box" 


c/o Chief, Benefits § Services Division 
Room 5E56, Headquarters Building gortin 


C 
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4. Suggestions and comments may be submitted in any 
manner but should, if possible, be contained in a sealed 
envelope addressed to the appropriate office director or 
senior official. Envelopes received in this manner will be 
forwarded directly to the addressee unopened. The suggestions 
need not be signed; but if they are,a response will be pro- 
vided by the office to which the communication is addressed. 


S. It is recognized that many of the comments will be 
of a classified nature, and information through the SECRET 
level may be deposited in these special suggestion boxes. 
Suggestions involving material classified above the SECRET 
level or involving special clearnace material can be delivered 
directly to the office of the Chief, Benefits and Services 
Division eadquarters Building. 


6. I encourage each one of you to recognize this oppor- 
tunity, and look forward to the positive results that your 
comments will achieve. 


STANSFIELD TURNER 
Director 
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I Background: DDA 77-2506, Memo 
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for DCI from DDA, dated 3 May 
1977, Subject: Employee Sug- 
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16 JUN 1977 


SUBJECT: Suggestion Box for Employees 
REFERENCE: Your Memorandum, Dated 29 April 1977 


1. I am pleased to advise you of the action that 
has been taken on your recent Suggestion to me concerning 
improved communication between employees and their office 
directors. The attached Memorandum for All Employees 
announces the implementation of a suggestion box program 
which is the direct product of your suggestion. 


2. I hope that employees will accept this invitation 
to communicate with their office directors in the same 
fine spirit that prompted you to convey your thoughts to 
me. Such a free exchange will undoubtedly be a positive 


influence on us all, and I thank you for having brought 
the idea to my attention. 


/s/ Stansfield Turner. 


STANSFIELD TURNER 


Attachment 
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CENTRAL INTELLIGENCE AGENCY 


WASHINGTON, D.C. 20505 
15 JuN 1977 


MEMORANDUM FOR ALL EMPLOYEES 


1. I have invited all employees to direct written and 
private communications to me whenever they have comments or 
suggestions that they wish to bring to my attention. One 
recent memorandum contained a suggestion that boxes be pro- 
vided in which employees could place their written suggestions, 
comments, opinions or ideas. It was further suggested that 
these comments be addressed to office directors or equivalent 
levels of senior management. 


2. There is a need to oper more personalized communica- 
tions in the Agency, and I beli ve that this suggestion has 
considerable merit. I have, "therefore, directed that such a 
program be implemented on a trial basis for 90 days. 


3. Beginning 15 June 1977, suggestion boxes will be 
placed in close proximity to the guard desks at the following 
buildings: 


Ames : 
Chamber of Commerce STATINTL 


STATINTL 
sout 


Key re ; 


In the Headquarters Building, cue? Peet bee ‘at phe following” 
locations: 


Main Recepeionte: Area 
Security Duty Office 

Guard's Desk, South Cafeteria 
Guard's Desk, North Cafeteria 


Employees working in other locations may forward their comments 
to: 
"Suggestion Box" 
c/o Chief, Benefits § Services Division 
Headquarters Building spt 


N's 
"> wt © 
"Nawe 


. & i 
: rp es 
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4. Suggestions and comments may be submitted in any 
manner but should, if possible, be contained in a sealed 
envelope addressed to the appropriate office director or 
senior official. Envelopes received in this manner will be 
forwarded directly to the addressee unopened. The suggestions 
need not be signed; but if they are, a. response will be pro- 
vided by the office to which the communication is addressed. 


5. -It is recognized that many of the comments will be 
of a classified nature, and information through the SECRET 
level may be deposited in these special suggestion boxes. 
Suggestions involving material classified’ above the SECRET 
level or involving special clearance material can be delivered 
directly to the office of the Chief, Benefits and Services 
Division Headquarters Building. 


6. I encourage each one of ,you to recognize this oppor- 
tunity, and look forward to..the. p¢sitive results that your 
comments will achieve. 


STANSFIELD 
Director 


NER 


STATINTL 


ie Sa : Pa 
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MEMORANDUM FOR: Associate Deputy Director for Administration 


FROM: Robert W. Gambino 
Director of Security 
SUBJECT: Gemment Boxes for Employees 
Mike: 


1. As I mentioned to you on the phone yesterday, placing 
of the comment boxes adjacent to guard posts in the Headquarters 
Building and in the outlying buildings and requiring Office of 
Security servicing of these boxes, will place an inordinate 
demand upon very scarce Office of Security resources. 


2. I would like to suggest an alternative solution which 
would provide the same type availability and anonymity to the 
users but would have less impact on Office of Security resources. 
In the outlying buildings which have been designated to have 
comment boxes, the guard desks are located in close proximity 
to the receptionists. The comment boxes could be placed within 
the visual control of the receptionists or the guard, as appro- 
priate. However, it would be the receptionists’ duty to a 
retrieve the boxes at the end of the working day, forward the .: 
| contents to the Office of Personnel, secure the boxes for the 
' evening, and remount them the following morning. 


3. In the Headquarters Building it is suggested that the 
boxes be placed in the main receptionist area, in the outer 
office adjacent to the Security Duty Office counter, and 
adjacent to the guard desks located in close proximity to both 
cafeterias. Headquarters boxes would be serviced by the 
Security Duty Office at the end of each working day in the same 
manner as noted above for receptionists. 


4. It is believed that locating these boxes as indicated 
above would provide ready access to all employees, provide the 
anonymity desired by the Director, effect the security of these 


boxes since the contents may include classified material, and 
impact only marginally on Office of Security resources. 


OS 7 2640 
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5. I would be happy to discuss this further if you 
feel it would be helpful. 


Robert W. Gambino 


STATINTL 
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MEMORANDUM FOR: Deputy Director for Administration 


FROM : FE, W. M. Janney STATINTL 


Director of Personnel 


SUBJECT ent’Box for Employees 
1. Action Requested: That you approve the recommendations 
contained in paragraph 4. 


2. Background: An employee JE submitted 


a suggestion to the Director that there be located in each 
office a box in which employees could deposit che seen, 7 
anything they wished to say, opinions or ideas, signed or 
aneepned: At your suggestion, the Director approved a modifi- 
cation of this idea to provide that azeletim.@ Employee 
Suggestion Bows would be prominently located in close proxi- 
mity to the main entrances of our buildings in the metropolitan 
Washington, D. C. area for an experimental period of three 
months. This would be preceded by the issuance of an Employee 
Bulletin describing the purpose and operation of the program. 

3. Staff Position: The Office of Personnel has coordinated 
with the Officesof Security and Logistics to plan the action 
necessary to implement this program. bbrek. 

. bvgfPt it tick, fo 
Employee Suggestion Boxes can be placed : the 


Guard desks at the following buildings, beginning 15 June LOy7s 
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The Office of Security is prepared to dope rs 4 
. beeadte,t mn Mea degarre Estee bike 
responsibility for emptying the boxes, at the erid of each day 


and will turn the fe me over to the Office of Personnel. be. Ve 


DAE be tanta. Pag sanermmerimrinonewosion 


flim Fishes , rl alos oe po * 
4 e ket dot i s_-prefared. to send addressed ‘items directly to 


the addressee; if an addressee is not specified, the Office 
f 


| bel 
‘of Personnel woutd determine the proper recipient. Offices 


receiving signed items would be expected to respond directly 


+ 


“to the writers. 


Items deposited in the Employee Suggestion Boxes 
should not be classified higher than SECRET, nor should they 


concern material or information involving special clearances. 


ff ben 
The Suggestion Boxes themselves will be marked SECRET. al os 


The proposed target date for commencing the use of se 


the Employee Suggestion Boxes is 15 June. It would be neces- ee 


sary, therefore, to publish before that date an Employee Bye a 


ows 


tie 


Bulletin to announce the program. 


an 
Sai 


4. Recommendation: That you: (1) approve the installation 
of Employee Suggestion Boxes, classified SECRET, in the lobbies 
of the buildings mentioned above; (2) approve for forwarding to 


the Director the proposed Employee Bulletin announcing the 


f° 
program and a memorandum from the Director a He 
— 


STATINTL 
Approved For Release 2002/01/24 : CIA-RBP81!o0t42Rd66500840028-6 


Approved For.Belease 2002/01/24 : CIA-RDP81-00142%600500040028-6 


DRAFT DRAFT 


CIA Letterhead 


MEMORANDUM FOR ALL EMPLOYEES 


1. I have invited all employees to direct written and private 
OV Ade. A Juv. fev3eg 
communications to me whenever they have comments¢d@£-a- constructive 
pature that they wish to bring to my attention. One recent memo- 
randum contained a suggestion that boxes be provided in which 
| Ausepettnet, 

employees could place their writteh, comments , opinions or ideas. 
It was further suggested that these comments be addressed to office 
directors or equivalent levels of senior management. 

2. There is a need to open more presonalized communications 
in the Agency and I believe that this suggestion has considerable 
merit. I have, therefore, directed that such a program be imple- 


mented on a trial basis for 90 days. 


3. Beginning 15 June 1977, suggestion boxes will be placed 


an Obernk te EE : : : 
a em! the cuard desis ateeho followine buildings: STATINTL 
—Headquarters [ray see 
Ames South 
_ —— 
Employees working in other locations may forward their comments to: 
"Suggestion Box" 
c/o Chief, Benefits and Services Division 
25X1A . WENN ficadquarters Building 
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4, Ggthients may be submitted in any manner but should, if 
possible, be contained in a sealed envelope addressed to the appro- 
priate office. director or senior official. Envelopes received in 
this manner will be forwarded directly to the addressee unopened. 
we pipes et so eee i be provided by the 
office to which the communication is addressed. 
5. It is recognized that many of the comments will be of a 
classified nature and information through the Secret level may be 


(eins ato ives rete Patri af 
n 


deposited in these special suggestion boxes. 6#mation. classified 


above the Secret level or involving special clearance material -een 


pot—be-inciyded.at this time Zan fe Heberesed Ofet te 
Chu Chueh ¢ p Bape Boren: oe. Rem VEEL # ce sae sist % 
A . "1 encourage each one of you i ecognize this opportunity 


and look forward to the positive results that your comments will 


achieve. 


STANSFIELD TURNER 
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STATINTL 


SUBJECT >: Suggestion Box for Employees 
REFERENCE > Your Memo, dtd 29 April 1977 
1. I am pleased to advise you of the action 


that has been taken on your recent suggestion to me 
concerning improved communication between employees 
and their office directors. The attached Memorandum 
for All Employees announces the implementation of a 
suggestion box program which is the direct product 
of your suggestion. 

Z2. I hope that employees will accept this 
invitation to communicate with their office directors 
in the same fine spirit that prompted you to convey 
your thoughts to me. Such a free exchange will 
undoubtedly be a positive influence on us all and I 


thank you for having brought the idea to my attention. 


STANSFIELD TURNER 


Att 
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MEMORANDUM FOR: Director of Central Intelligence 
VIA : Deputy Director for Administration 


FROM : FF. W. M. Janney 
Director of Personnel 


STATINTL 
SUBJECT : Comment Box for Employees 


1. Action Requested: That you approve the recommendations 


contained in paragraph 4. 

2. Background: An cnploycc i submitted 
a suggestion to you that cach office director have a box in 
which employees could deposit their comments, anything they 
wished to say, opinions or ideas, signed or unsigned. With 
your approval this idea was modified to provide that a box would 
be prominently located in close proximity to the main entrances 
of our buildings in the metropolitan Washington, D. C. area for 
an experimental period of three months, This would be preceded 
by the issuance of an Employee Bulletin describing the purpose 
and operation of the program. The Office of Personnel has 
coordinated the action necessary to implement this program with 
Security and Logistics. 


3. Staff Position: It appears likely that this program 


could easily be confused with the Suggestion Awards Program 
unless careful attention is given to its title, procedures and 
terminology. We would propose that this activity be called the 
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with so much current interest in CB radios, and emphasizes the 
communications aspect of the Program. 

Since many of the comments may contain classified 
information, proper security safeguards are important. There 
is also a need to place the Comment Boxes in a neutral area 
where employces will have ready access without concern that 
office management is involved or observing participants. It is 
our conclusion that the Security Receptionist areas would provide 
the best location for Comment Boxes. The Receptionists are 


located near the front entrances to the following buildings: 


Headquarters 
STATINTL cee — ale 
o Chamber of Commerce poe STATINTL 


25X1A 


STATINTL 


In keeping with this concept, we would ask employees in other 
locations to use the office mail system to forward their comments 
to: 

Comment Box Program 

c/o Chief, Receptionist 

Headquarters Building 

There is not a secure or easily managed system available 

through which comments could be made that include information 
classified above the Secret level or involving special clearance 
material. A limitation to Secret level or below should not, how- 
ever, hamper the submission of comments. 


The Suggestion o RR covisions a system in 


which the employee making a comment has a specific office in 


mind. Approvedificr Release12002/01/245 CARDPS4bd1aARGDOsGooKoGRRG A the 
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SUBJECT: Comment Box for Employees 


comment to the designated office from a control point without 
review. It is planned that the Receptionists will forward all 
materials received in the CB Program to the Office of Personnel 
for control and routing purposes. Those comments that are not 
designated for a specific office will be reviewed by a personnel 
officer who will determine appropriate distribution. 

It is believed that offices should respond to individuals 
who identify themselves when submitting comments to the CB Program. 
Those individuals who do not identify themselves will have no 
direct way to learn of the outcome or impact of their comments. 

In order to provide some form of feedback, we will ask employees 
to assign a letter and three digit number (i.e. C 409) of their 
own choosing to identify their comments. We will then post 
information such as the following on the Official Bulletin Boards 
on a biweekly basis: 


CB Program 


Number Forwarded To Date 
C 409 Director of Training 18 May 77 
M 117 Chief, EA Division 16 May 77 
4. Recommendation: It is recommended that you approve 


implementation of the Comment Box (CB) Program, sign the attached 


Employee Bulletin announcing the Program and sign the attached 


memorandum to the sugges tor, 


_ f 


STATINTL 


F. W. M, Janney/ 
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SUBJECT: Comment Box for Employees 


CONCURE o> "<i. Seer a 
Deputy Director for Administration 
Date: mie hie hatte 
APPROVED? ssi‘ 
Director of Central Intelligence 
DISAPPROVED: eae 
Director of Central Intelligence 
Date: ccs ea nk tee 
Distribution: 
0 - Return to D/Pers 
l= DDCI 
he et: 
2 - DD/A 
1 - D/Pers 
Lo -C7BSD 
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CIA Letterhead 


MEMORANDUM FOR ALL EMPLOYEES 


1. I have invited all employees to direct written and 
private communications to me whenever there are comments of 
a constructive nature that you wish to be brought to my attention. 
One recent memorandum contained a Suggestion that boxes be pro- 
vided in which employees could place their written comments, 
opinions or ideas. It was further Suggested that these comments 
would be addressed to office directors or equivalent levels of 
senior management. 

2. There is a need to open more personalized communications 


in the Agency and I believe that this Suggestion of comment boxes 


has considerable merit. I have, therefore, directed that such a 
program be implemented on a trial basis for 90 days. In order 


to emphasize the communications aspects of the program, it will 
be called the Comment Box (CB) Program. 
3. Beginning 15 June 1977, Comment Boxes will be placed in 


the Security Receptionist arcas of the following buildings: 


Panes STATINTL 
STATINTL ee cot 


Chamber of “ = STATINTL 
Employees working in other locations may forward their comments 


to: 
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Comment Box Program 
c/o Chief, Receptionist 


eget a] Building 

4. Comments may be submitted in any manner but should, if 
possible, be contained in a sealed envelope addressed to the 
appropriate office director or senior official. Envelopes 
received in this manner will be forwarded directly to the 
addressee unopened. If the comments are signed, a response will 
be provided by the office to which the communication is addressed. 

5. In order to provide some form of feedback, regardless of 
whether the comments are Signed or unsigned, we ask that you assign 
a letter or three digit number of your choice (e.g. C 409) to 
your comment. Indicate this identification in the upper left 
hand corner of your envelope. Information will be posted on the 
Official Bulletin Boards on a biweekly basis indicating the 
identification numbers of comments received, the office director 
to which the comments were sent and the date forwarded. 

6. It is recognized that many of the comments will be of a 
classified nature and information through the Secret level may 
be included in the CB Program. Information classified above 
the Secret level or involving special clearance material cannot 
be included at this time. 

7. I encourage each one of you to recognize this opportunity 
and look forward to the positive results that your comments will 


achieve. 


STANSETE 
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STATINTL 


SUBJECT >: Comment Box for Employees 


REFERENCE > Your Memo, dtd 29 April 1977 


1. I am pleased to advise you of the action that has 
been taken on your recent Suggestion to me concerning improved 
communication between employees and their office directors. 
The attached memorandum for all employees announces the 
implementation of the Comments Box Program which is the 
direct product of your suggestion. 

2. J hope that employees will accept this invitation 
to communicate with their office directors in the same fine 
spirit that prompted you to convey your thoughts to me. 

Such a free exchange will undoubtedly be a positive influence 
on us all and I thank you for having brought the idea to my 


attention. 


STANSFIELD TURNER 
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MEMORANDUM FOR: Director of Central Intelligence 


FROM: John F. Blake 
Deputy Director for Administration 


SUBJECT: Employee Suggestion 


1. Action Requested: That you approve a revision to en employee's 


recommendation concerning the subinisstan of suggestions. 
2. Background: 


On Saturday, 30 April, you gave me the attached suggestion by 
an employee. In essence, it recommends: 


"Each office director could have a box in which 
employees could deposit their comments, anything 
they wish to say, opinions or ideas, signed or 
unsigned," . 


I believe there is merit in the principle of the Suggestion, 
but also believe that some revision to the implementing. detatls wit 
offer an opportunity for a more successful program. There are approxi- 
mately 40 operating components in the Agency which are headed either by 
office directors or, in the case of DDO, by division chiefs. A consider 
able number of these components are not all collocated and in certain 
cases units of a given component are located in as many as five different 
physical locations. This physical dispersion would make it somewhat 
difficult for a great number of employees to have access to the suggestion 
box. Secondly, there may be some reticence on the part of certain employees 
to deposit a suggestion.in a receptacle which is located near or could be 
under the physical observance of either the office director or members of 
his immediate staff. 


I would suggest that for an experimental period of three months 
we operate in the following fashion. An "Employee suggestion Bax" promi - 
nently located and highly visibly marked be put in close proximity to 
the main entrances of all our buildings in the metropolitan Washington area. 


Arrangements would be made at the ctdse OF business each day to have the 
box_emptied.and its contents delivered to a central point. This program 
would be preceded by the distribution of an Employee Bulletin which describes 
its operation. That bulletin would say, among other things, that the 
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suggestion could be put in an envelope and addressed to any operating 
component head by name. If the suggestion were more in the nature of 
a general Agency contribution and the employee could not identify the 
proper action office, I would assume the responsibility in this 
Directorate of establishing a point to determine the proper recipient 
of the suggestion for action. There are certain other details that 
would have to be worked out, such as the proper security safeguards 
because some of the suggestions could be of a classified nature; appro- 
priate type receptacles would have to be designed and fabricated; etc. 
I foresee no great difficulties and, hopefully, only an expenditure of 
a modest amount of funds. 


3. Recommendation: It is recommended that you approve the placing 
of "Employee Suggestion Boxes" at the main entrances to our buildings in 
the metropolitan Washington area and the development of an Employee 
Bulletin, for your signature, which announces the operation of this plan 
on an experimental three-month basis. 


fa/ John F. Biake 


John F. Blake 


Att 
APPROVED: 
Director of Central Intelligence 
DISAPPROVED: 
Director of Central Intelligence 
DATE: 
Distribution: 
Orig - DCI (for return to DDA) 
1 - DCI 
1 - DDCI 
1 - ER 


- DDA Subject w/att 

1 - DDA Chrono 

1 - JFB Chrono 
DDA: JFBlake:kmg (3 May 77) 
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TO: ADMIRAL STANSPLIELD TURNER 


kT would like to offer a suggestion to you 
that I think might help to improve the CIA. You 
have invited people to give you their comments, 
suggestions, etc., in letters to you, signed or 
unsigned. I was thinking that it might be 
helpful to have the same set-up in each office, 
of which think there are 35. Each office director 
could have a box in which employees could deposit 
their comments, anything they wish to say, opinions 
or ideas, signed or unsigned. The system should 
be readily accessible, and one that could be 
used all year round. LE this were a highly en- 
couraged project, T think people would have a 


high tendency to use it. Thank you. 


STATINTL 
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SUBJECT: Comment Box for Employees 


with so much current interest in CB radios, and emphasizes the 
communications aspect of the Pre nas 
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our conclusion that the Security Receptionist areas would provide 


the best location for Comment Boxes. The Receptionists are 
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ever, hamper the submission of comments. STATINTL 
The Suggestion of BR covisions a system in 
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TION TOP AND BOTTOM 


By -O0T42RORRO 4p 


Deputy Director for 
intst ration 


25X1A 


For your approval. 


We understand that Bob Gambino is 
preparing a paper on this subject for 
DDA consideration. 


FOLD HERE TO RETURN TO SENDER : 
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PAE OFFICER'S COMMENTS (Number each comment to show from whom 


INITIALS to whom. Draw a line across column after each comment.) 
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Comment Box for Employees 
EXTENSION 
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F. W. M. Janney 
Director of Personnel 
Headquarters 


TO: (Officer designation, room number, and 
building) 


25X14 
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“Hi memoranda concerning the 
suggestion made to the 
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